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USER GUIDE FOR iNAP USER 

 

1. Requesting an iNAP User Account: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

 

b. (2) On the iNAP Home screen, click the Request Account link (upper left corner). 

 

i. Request Account can also be accessed by clicking on the person icon next 

to Sign In. 

 

 

 

 

 

 

 

 

 

 

 

 

 

c. (3) Request Account: Enter User information dialog box, all fields are required 

unless noted as (optional). 

 

d. (4) When selecting Primary affiliation additional required fields will display 

(select DOD Government). 

 

i. Organizational Unit enter Other (not listed) and then fill in the Other 

Organizational Unit field (Enter LESO). 
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ii. Agency enter Other (not listed) and then fill in the Other Agency field. 

(Enter Your Actual Agency’s Name Here). 

 

Note: Only select part-time/seasonal if applicable-not required 

e. Select the Next button. 

 

f. Common Mistakes: 

 

i. Ensure name is correct in spelling as well as in the correct field. 

 

ii. Ensure email is spelled correctly and a valid email address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

g. (5) Request Application Access, click the Application Access drop-down arrow 

and select LESO-LESO FEPMIS. 
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h. (6) Click the Instance(s) drop-down arrow and select PROD (standard). 

 

i. Note: Only Choose PROD (Standard) DO NOT Select an (Elevated) 

Account. 

 

i. (7) Select the box next to LESO Report Reader.  

 

j. (8) Enter Contact Information, all fields are required unless noted as (optional). 

Your Contact’s information on this section will be your State Coordinator’s (SC) 

or you State Point of Contact’s (SPOC) contact information. 

 

k. Click the Submit Button. 

 

 

l. (9) You will receive a message on the screen that your request was received, and 

you will receive emails after your request is processed.  
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m. (10) Once approved by LESO customer will receive four email messages from 

donotreply@nwcg.gov , If the request has been denied the customer will only 

receive one email stating the role has been denied.  

 

i. Application Access for LESO-PROD Approved 

 

ii. iNAP User Account Information (Username) 

 

iii. Your role request for LESO Report Reader for LESO-PROD is approved. 

 

iv. iNAP User Account Information (Temporary Password) 

 

2. Getting Started with A New iNAP account: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

 

b. (2) On the iNAP Home screen, click the Sign in. 

 

 

 

 

 

 

 

 

 

 

 

c. (3) Perform the following then click the Sign in button. 

 

i. In the Username text box, type your iNAP User Account Name. 
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ii. In the Password Text box, type your Temporary iNAP Password sent in E-

mail. 

 

NOTE: Since this is your first time logging into iNAP you will be required to 1. Change your 

temporary password, 2. Set security questions and 3. Accept the Rules of Behavior. 

 

 

 

 

 

 

 

 

 

d. (4) On the Change Password screen, perform the following, and then click the 

Change Password button. 

 

i. In the Current Password text box, type your Temporary iNAP Password 

(from the email). 

 

ii. In the New Password text box, type your New iNAP Password. 

 

iii. In the Confirm Password text box, re-type your New iNAP Password. 

 

iv. Click Change Password. 
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NOTE: iNAP passwords expire every 60 days. System generated emails notifying the user of 

iNAP password expiring will be sent at 10 days and another at 5 days, then every day after 

that. 

e. (5) On the Set security questions screen, perform the following, and the click the 

Save button. 

 

i. In the Select your First security questions box, select your Security 

Questions and provide the Answer in the Answer test box below it. 

 

ii. In the Select your Second security questions box, select your Security 

Questions and provide the Answer in the Answer test box below it. 

 

iii. In the Select your Third security questions box, select your Security 

Questions and provide the Answer in the Answer test box below it. 

 

iv. Click Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

f. (6) On the Rules of behavior screen, Read and then click the Accept button. 
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g. (7) Home screen will display with iNAP portal applications you have access to. 

 

 

3. Using iNAP: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

 

b. (2) On the iNAP home screen, click the Sign in. 
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c. (3) Perform the following then click the Sign in button. 

 

i. In the Username text box, type your iNAP User Account Name. 

 

ii. In the Password text box, type your iNAP Password. 

 

 

 

 

 

 

 

 

d. (4) Select LESO-PROD from your list of iNAP portal Applications. 
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4. Retrieving a Forgotten iNAP User Account Name: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

 

b. (2) On the iNAP Home screen, click the Sign in. 

 

 

 

 

 

 

 

 

 

 

 

c. (3) Under the Username field select I do not know my username. 
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d. (4) Retrieve Your Username: Enter your E-mail address, type your E-Mail Address 

as identified in your contact information, and then click the Next button. 

 

 

 

 

 

 

e. (5) Respond to Challenge Question: Type the answer to your Challenge Question, 

and then click the Submit button. 
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f. (6) Once you successfully answer the Challenge Question you will receive a 

message on your screen confirming an email was sent to your email address 

associated to the iNAP account. 

 

 

 

 

 

 

 

 

g. (7) You will receive your iNAP Username in an e-mail from donotreply@nwcg.gov 

with the subject line iNAP User Account Information. 

 

 

 

 

 

 

 

 

h. (8) On the iNAP home screen https://nap.nwcg.gov/NAP/ click Sign in. 

 

i. Perform the following then click the Sign in button. 

 

1. In the Username text box, type your iNAP User Account Name. 

 

2. In the Password text box, type your iNAP Password. 
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5. Reset a Forgotten iNAP Password: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

 

b. (2) On the iNAP Home screen, click the Person icon (next to Sign in), and select 

Reset Password. 
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c. (3) Enter your iNAP User Account Name in the Username field, and then click the 

Next button. 

 

 

 

 

 

d. (4) Respond to the Challenge Question: Type the answer to your Challenge 

Question, and then click the Submit button. 
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e. (5) Once you successfully answer the Challenge Question you will receive a 

message on your screen confirming an email was sent to your email address 

associated to the iNAP account. 

 

 

 

 

 

 

 

f. (6) You will receive your Temporary iNAP Password in an e-mail from 

donotreply@nwcg.gov with the subject line iNAP User Account Information. 

 

 

 

 

 

 

g. (7) On the iNAP Home Screen https://nap.nwcg.gov/NAP/ click Sign in. 
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h. (8) Perform the following then click the Sign in button. 

 

i. In the Username text box, type your iNAP User Account Name. 

 

ii. In the Password text box, type the Temporary iNAP Password. 

 

 

 

 

 

 

 

 

 

 

 

i. (9) On the Change Password screen, perform the following, and then click the 

Change Password button. 

 

i. In the Current Password text box, type your Temporary iNAP Password 

(from the email). 

 

ii. In the New Password text box, type your New iNAP Password. 

 

iii. In the Confirm Password text box, re-type your New iNAP Password. 
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j. (10) The iNAP Home screen will display and any iNAP portal applications will 

display. 

 

 

 

 

 

 

 

 

6. Connecting with iNAP new FEPMIS Account: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

 

b. (2) On the iNAP Home screen, click the Sign in. 

 

 

 

 

 

 

 

 

 

 

c. (3) Perform the following then click the Sign in button. 

 

i. In the username text box, type your iNAP User Account Name. 
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ii. In the Password text box, type your iNAP Password. 

 

 

 

 

 

 

 

 

 

d. (4) Select LESO-PROD from your list of iNAP portal Applications 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: if you are a current FEPMIS user DO NOT create a new account 

When logging into LESO FEPMIS for the first time from iNAP (https://nap.nwcg.gov/NAP/) the 

application tries to link any existing FEPMIS users to their current FEPMIS account. To do this 

the user must provide current FEPMIS username and password to verify user account. If you 

are NOT a current FEPMIS user then select New User. 
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e. (5) Select NEW USER. 

 

 

 

 

 

 

f. (6) Enter all required fields marked with an asterisk (*). 

 

i. Select Create 

 

 

 

 

 

 

g. (7) System will search for existing FEPMIS accounts to be sure not to create a 

duplicate. 

 

 

 

 

 

 

NOTE: if your e-mail address is found in the system, please select Back, and select Current 

User option, and if you do not know your current FEPMIS username contact your State 

Coordinator. 
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h. (8) Note your new User ID and Check the box that you understand the Rules of 

Behavior (RoB).  

 

i. Select Acknowledge 

 

 

 

 

 

 

 

 

i. (9) The Application will end your session and require a new login through iNAP to 

complete the registration process. 

 

 

 

 

Note: You must close your browser completely or you might have browser cache issues. 

j. At this time your iNAP and FEPMIS accounts are linked. The next time you login 

you should go directly into the LESO FEPMIS application. 

 

i. Please Note you must have new user roles assigned in FEPMIS by your 

State Coordinator. 

 

7. Connecting with iNAP Existing FEPMIS Account: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

 

b. (2) On the iNAP Home screen, click the Sign in. 
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c. (3) Perform the following then click the Sign in button. 

 

i. In the username text box, type your iNAP User Account Name. 

 

ii. In the Password text box, type your iNAP Password. 

 

 

 

 

 

 

 

 

d. (4) Select LESO-PROD from your list of iNAP portal Applications. 
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NOTE: When logging into LESO FEPMIS for the first time from iNAP 

(https://nap.nwcg.gov/NAP/ the application tries to link any existing FEPMIS users to their 

current FEPMIS account. To do this the user must provide current FPEMIS username and 

password to verify their account. If you are a current FEPMIS user DO NOT create a new 

account. 

e. (5) Select Current User 

 

 

 

 

 

 

 

NOTE: Enter your current LESO FEPMIS Username Not your iNAP username. Linking your 

FEPMIS account is only required the 1st time you access FEPMIS after you have created a new 

iNAP account. 

f. (6) Enter your current LESO FEPMIS Username. 
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g. (7) Select Look Up. 

 

 

 

 

 

 

 

 

NOTE: If you forgot your existing FEPMIS Username contact your State Coordinator. If you 

forgot your password, you must request a password reset by selecting Send Password button. 

DO NOT CALL THE HELP DESK TO REQUEST A FEPMIS PASSWORD RESET. 

h. (8) Check the box that you understand the Rules of Behavior (RoB). 

 

i. Select Acknowledge 

 

 

 

 

 

 

 

 

 

i. (9) The application will end your session and require a new login through iNAP to 

complete the registration process. 
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NOTE: You must close your browser completely or you might have browser cache issues. 

i. At this time your iNAP and FEPMIS accounts are linked. The 

next time you login you should go directly into the LESO 

FEPMIS application. 

 

ii. Please Note you must have new user roles assigned in FEPMIS 

by your State Coordinator. 

 

8. Connecting with iNAP Existing FEPMIS Users, Resetting FEPMIS Password: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the address bar, and then press Enter. 

b. (2) On the iNAP Home screen, click the Sign in. 

 

 

 

 

 

 

 

 

 

 

c. (3) Perform the following then click the Sign in button. 

 

 

 

 

 

https://iiahelpdesk.nwcg.gov/
https://nap.nwcg.gov/NAP/


Contact the IIA Helpdesk at 866-224-7677 or https://iiahelpdesk.nwcg.gov/ 

 

d. (4) Select LESO-PROD from your list of iNAP portal Applications. 

 

 

 

 

 

 

 

 

 

NOTE: When logging into LESO FEPMIS for the first time for 

iNAP(https://nap.nwcg.gov/NAP/) the application tries to link any existing FEPMIS users to 

their current FEPMIS account. To do this the user must provide current FEPMIS username and 

password to verify their account. If you are a current FEPMIS user DO NOT create a new 

account. 

e. (5) Select Current User. 

 

 

 

 

 

 

 

NOTE: Enter your current LESO FEPMIS Username NOT your iNAP username. Linking your 

FEPMIS account is only required the 1st time you access FEPMIS after you create an iNAP 

account. If you forgot your existing FEPMIS username contact your State Coordinator. If you 

forgot your password, you must request a password reset by selecting Send Password button. 

DO NOT CALL THE HELP DESK TO REQUEST A FEPMIS PASSWORD RESET. 

f. (6) Enter your current LESO FEPMIS Username. 
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g. (7) Select Send Password. 

 

 

 

 

 

 

 

h. (8) Enter your FEPMIS Email Address and click the Send button. 

 

 

 

 

i. (9) You will receive your FEPMIS username in an e-mail from 

DoNotReply@fs.fed.us with the subject line Password Reset Notification. 

 

 

 

 

 

 

 

 

j. (10) You will receive your Temporary FEPMIS Password in an e-mail from 

DoNotReply@fs.fed.us with the subject line Password Reset Notification. 

Temporary Passwords are only good for 24 hours. 

 

i. If you do not receive the emails, ensure your email application or virus 

protection is not blocking them. 
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k. Restart the process to connect your existing FEPMIS account to your iNAP 

account using your temporary password. 

 

9. Connecting With iNAP FEPMIS Manage Account: 

 

a. (1) Start your internet browser, type https://nap.nwcg.gov/NAP/ (case sensitive) 

in the Address bar, and then press Enter. 

 

b. (2) On the iNAP Home screen, click the Sign in. 

 

 

 

 

 

 

 

 

 

 

c. (3) Perform the following the click the Sign in button. 

 

https://iiahelpdesk.nwcg.gov/
https://nap.nwcg.gov/NAP/


Contact the IIA Helpdesk at 866-224-7677 or https://iiahelpdesk.nwcg.gov/ 

 

i. In the Username text box, type your iNAP User Account Name. 

 

ii. In the Password text box, type your iNAP Password. 

 

 

 

 

 

 

 

 

d. (4) Select LESO-PROD from your list of iNAP portal Applications. 

 

 

 

 

 

 

 

 

 

 

 

 

 

e. (5) Select Manage Account from the Menu on the left side. 
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f. (6) Update User information as necessary. 

 

g. (7) Select Save. 
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